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BALTIMORE COUNTY POLICE DEPARTMENT INVCGTiGATIVE SERVICES DIVISION 
AGENCY DIVISION 

ITEM 
NO. DESCRIPTION RETENTION 

THIS SCHEDULE SUPERSEDES SCHEDULE # C491 
ALL UNITS 

GENERAL CORRESPONDENCE 
Subject arrangement of original incoming letters, 
copies of outgoing letters, memoranda, studies, 
reports, directives, policies, and other materials 
related to the administration of the agency. 

UNOFFICIAL PERSONNEL FILES 
Files contain information on current employees. 
Files may contain but are not limited to copies of 
applications, annual reviews, reprimands and 
disciplinary actions, awards, doctor slips, accident 
reports, resumes, etc. 

LEAVE AND TIME SHEETS 
This file contains office copies of employees annual 
leave and daily time recordings (biweekly copies of 
time sheets, and computer biweekly printouts). 

BUDGET RECORDS 
Annual Budget Submissions 
Monthly Budget Printouts 
Work Papers 

Screen annually and 
destroy that material no 
longer needed for current 
business. 

Directives, policies, and 
other material related to 
the planning and policy 
that illustrate the 
development of the agency 
retain permanently for 
eventual transfer to the 
Archives. 

Screen annually and 
destroy that material no 
longer needed for current 
reference. Retain 
remaining items for two 
(2) years after 
termination, then destroy 

Retain for one (1) year, 
then destroy. 

Retain annual submissions 
for five (5) years, then 
destroy. Retain all othe 
papers for two (2) years, 
then destroy. 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

^LSCHEDl' 
jKcENCY 

IE APPROVED BY 
,0R DIVISION REPRESENTATIVE 

SIGNATURE 

SCHEDULE APPROVED BY 
COUNTY ADMINISTRATIVE OFFICER 

SCHEDULE APPROVED BY 
STATE ARCHIVIST <• 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
( C O N T I N U A T I O N S H E E T ) 

SCHEME ND. 

C - 6 3 8 

EK22 ND. 
2 of 5 

ITEM 
NO. DESCRIPTION RETENTION 

GENERAL ACCOUNTING RECORDS [ 
Files contain office copies of: Goods Received 
memoranda, billing invoices, expense/travel reports 
requisitions, petty cash vouchers, mileage reports, 
direct payment forms, paid bills, ticket books, 
purchase orders deposit slips, receipt books, etc. 

SPECIAL ACCOUNTING RECORDS 
Audit Reports (Internal or external, financial or 
program) include staff audits of various units, 
divisions, programs within the Police Department. 
Documents are staff reports ranging from several 
pages to several hundred pages. These documents ari 
retained for reference after issuance because of thq 
comprehensive operational data included. 

FIXED ASSET FILE 
Fixed asset printouts (including vehicles) IRA Form4 
(office copy) Lost/Stolen Forms (office copy) 
Surplus Forms (office copy) Transfer Forms (office 
copy). 

INSPECTIONS UNIT 

ACCREDITATION FILES 
This file contains all documents relating to 
accreditation of our Agency by an independent 
commission. These files include numerous copies of 
directives, orders, reports, evaluations, etc., 
along with information on each of the 908 standards 

DEPARTMENT INJURY REPORTS 
Department Form 221 and 221S documenting every 
injury suffered by employees in the line of duty. 

Retain for three (3) 
years, then destroy. 

Retain one (1) copy 
permanently for eventual 
transfer to the archives 

Retain fixed asset 
printout for one (1) yea 
then destroy. Retain al 
other completed forms fo 
three (3) years, then 
destroy. 

Retain for five (5) year 
then review and destroy 
that material no longer 
needed for accreditation 

Retain paper records for 
three (3) years, then 
microfilm. Destroy pape 
files after accepting 
film. Retain microfilm 
for 25 years then destrop 

FM 1A (REV. 1/86) 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
( C O N T I N U A T I O N S H E E T ) 

SCHEDULE ND. 

C-638 

EBGE ND. 
3 of 5 

ITEM 
NO. DESCRIPTION RETENTION 

10. 

11, 

12. 

DEPARTMENT VEHICLE ACCIDENT REPORTS 
Department Form 46 1s documenting all vehicle 
accidents involving police vehicles. 

LINE INSPECTION REPORTS 
These files include letter and legal size reports < 
spot checks of Agency performance of specific 
procedures and rules. Included are inspection 
reports, summary reports for executives, 
self-inspection reports, and worksheets. 
NOTE: Size changed from legal to letter in 1988. 

INTELLIGENCE UNIT 

INTELLIGENCE FILES 
This series includes intelligence investigations, 
i.e., Confidential Intelligence Information (Form 
102-1), arrest reports (BCPD Form 166), offense 
reports (BCPD Form 10). This data is compiled for 
organized criminal activities, organized criminal 
groups, and special investigations. 

Retain paper records for 
three (3) years, then 
microfilm. Destroy papeij 
files after accepting 
film. Retain microfilm 
for 25 years then destrojj 

Retain for five (5) year 
then destroy. 

Retain until inactive, 
then destroy. 

FM ]A (REV. 1/86) 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
( C O N T I N U A T I O N S H E E T ) 

SCHEDULE ND. 

C-638 

EKEND. 
4 of 5 

ITEM 
NO. DESCRIPTION RETENTION 

13, 

14. 

INTERNAL AFFAIRS UNIT 

I.A.S. JOURNALS 
Log books of case numbers assigned to complaints, 
complainant names, accused names, dates of 
incidents, and dispositions. Used to track progres 
of investigations and as a cross-reference index foij 
case files. 

NOTE: Unsustained, unfounded, acquitted, dismissed 
or not guilty case information is expunged 
automatically after five (5) years, and in some 
cases it may be expunged after three (3) years. 
Sustained case information is all that remains afteij 
five (5) years. (Information is currently being 
computerized.) 

ACCUSED PERSONNEL CARD INDEX I.A.S. COMPLAINTS 
Index cards listing I.A.S. complaints, accused 
personnel names, date of birth, ID number, date of 
appointment, case number, date of incident, 
disposition. 

NOTE: Unsustained, unfounded, acquitted, dismissed 
or not guilty case information is expunged 
automatically after five (5) years, and in some 
cases it may be expunged after three (3) years. 
Sustained case information is all that remains afte 
five (5) years. (Information is currently being 
computerized.) 

BOOKS: Expunge informatid 
of unsustained, unfounde4 
acquitted, dismissed, or 
not guilty case 
information as necessary 
Retain books with 
sustained case information 
until five (5) years aft< r 
termination of employment 
of all employees 
referenced in the 
books, then destroy. If 
information is placed in 
computer, follow floppy 
disk retention. 

FLOPPY DISK: Expunge 
information of 
unsustained, unfounded, 
acquitted, dismissed, or 
not guilty case 
information as necessary 
Retain sustained case 
information until five (fc) 
years after termination J>f 
employment then delete 
from disk. (Disks may b 
consolidated if necessar 
to reduce number of disk 
retained. Reformat disk 
after consolidation, and 
reuse). 

Retain all unsustained, 
unfounded, acquitted, 
dismissed, or not guilty 
cases for five (5) years 
then destroy. _ (,Or-Uh't"il| 
expungent" request is} • 
grantfed...)- "Retain all 
Sustained cases until fil/e 
(5 )'| years, af ter 
termination of employment"', 
then destroy. 

FM 1A (REV. 1/86) 



RECORDS RETENTION ANO DISPOSAL SCHEDULE 
( C O N T I N U A T I O N S H E E T ) 

SCHEDULE 1©. 
C-638 

EPCE NX 
5 of 5 

ITEM 
NO. DESCRIPTION RETENTION 

15, INTERNAL AFFAIRS CASEBOOKS 
Internal Affairs Section investigation case files 
which include, but are not limited to, notes and 
tapes. 

NOTE: Unsustained, unfounded, acquitted, dismissed 
or not guilty case information is expunged 
automatically after five (5) years, and in some 
cases it may be expunged after three (3) years. 
Sustained case information is all that remains afte 
five (5) years. 

Retain all unsustained, 
unfounded, acquitted, 
dismissed, or not guilty 
cases for five (5) years 
then destroy. (Or until 
expungent request is 
granted.) Retain all 
Sustained cases until fife 
(5) years after 
termination of employment 
then destroy. 

FM ]A (REV. 1/86) 



I N S T R U C T I O N S - - T Y P E OR P R I N T A 

S E P A R A T E FORM F O R E A C H NEW O R 

R E V I S E D R E C O R D S E R I E S . FORWARD 

^ f c l T H R E C O R D S R E T E N T ION S C H E D U L E 

^ f D G S 8 8 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S MANACEMENT D I V I S I O N 

72 7 8 WATERLOO ROAD 

P . O . BOx"*73 
J E S S U P , MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
I N S T R U C T I O N S - - T Y P E OR P R I N T A 

S E P A R A T E FORM F O R E A C H NEW O R 

R E V I S E D R E C O R D S E R I E S . FORWARD 

^ f c l T H R E C O R D S R E T E N T ION S C H E D U L E 

^ f D G S 8 8 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S MANACEMENT D I V I S I O N 

72 7 8 WATERLOO ROAD 

P . O . BOx"*73 
J E S S U P , MARYLAND 20794 P A G E O F 

i 1 . D E P A R T M E N T / A G E N C Y 

| Police • 
2. D I V I S I O N 

Inspectional Services 
3 . U N I T 

Inspections 

H E F t B E N C t A f l f E t X A S R E T E N T I O N A N D D I B P O a i T I W f U R M S E a 

R E C O R D S E R I E S T I T L E 

Administrative and General Correspondence 
5 . E A R L I E S T Y E A R / L A T E S T Y E A R 

T O 

6 . R E C O R D S E R I E S D E S C R I P T I O N | B R I , t r , - Y D E S C R I B E T H E T Y P E S O P " I N F O R M A T I O N / D O C U M E N T S / F O R M S F 0 4 J N D 

I N T H E S E R I E S . I N C L U D E T H E P U R P O S E O R F U N C T I O N O P T H E S E r r t E S 

Subject arrangement of original letters, copies of outgoing letters, memoranda, studies, 
reports, directives, policies and other materials related to the administration of the 
agency. 

7 . R E C O R D S E R I E S F O R M A T ( S ) 

H / L E T T E R S I Z E • M I C R O F I L M 

L E G A L S I Z E • C O M P U T E R T A P E 

D B O U N D B O O K • F L O P P Y D I S K 

D A U D I O T A P E 0 V I D E O T A P E 

D O T H E R ( S P E C I F Y ) 

S . RECORD SERIES SEQUENCE 

^ALPHABETICAL 

• NUMERICAL 

O CHRONOLOGICAL 

O GEOGRAPHICAL 

MOTHER ( SPEC I FY ) 

9 . V O L U M E 

» F I L E D R A W E R ( S ) 

. O M I C R O F I L M R E E L ( S ] 

. 7 D C O M P U T E R T A P E ( S ) 
N U M B E * D O T H E R ( S P E C I F Y ) 

I 0 . A N N U A L A C C U M U L A T 1 C N 

^ F I L E D R A W E R ( S ) 

J a M I C R O F I L M R E E L ( S ] 

K T J C B E R " ° C O M P U T E R T A P E ( S ) 

O OTHFRjSPFrirr; 

F I L E I S U S E D 

E D A I L Y D W E E K L Y D M O N T H L Y 

1 2 . FILE BECOMES INACTIVE AFTER 
mmsETr ^ MCNTH( S ) • YEAR(S , 

1 3 . C U R R E N T L O C A T I O N ( S ) [ B L D G . , F L O O R , R O O M ) 1 4 . I S R E C O R D S E R I E S D U P L I C A T E D E L S E W H E R E T 

I I P Y E S , B P e C I P Y A G E N C Y O R O P P I C E ) 
D Y E 3 0 N O 

IS. ACCESS RESTRICTIONS D YES • NO 
( I P YES( CITE LAR(S) a REGULATION! s ) 

I S . A U D I T R E Q U I R E M E N T S 

N N O N E D S T A T E O F E D E R A L D I N D E P E N D E N T 

1 7 , IS AN INDEX SYSTEM USEDT (|p YES.EXPLAIN 
B r . i E P U Y A N D D E S C R I B E ANY HARDBARE/SOFTWARE ) 

Y E S NO 

I B . R E C O M M E N D E D R E T E N T I O N 

Screen annually and destroy that material no 
longer needed for current business. Directives! 
policies and other material related to the 
planning and policy'that illustrate the 
development of the agency, retain permanently 
for eventual transfer to the Archives. 

1 3 . N A M E A N D T I T L E O F P R E P A R E R 

Sergeant Adrian Hughes 

10. T E L E P H O N E N U M B E R 

2360 

2 I . D A T E 

3/29/89 

D C S 5 5 0 - 4 ( R E V I S E D 2 / 3 7 ) 



Instructions TYPB OR PRINT A 
_| . 

| DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORM FOR EACH MEM OS | RECORDS KANAGEKENT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 

JflTH RECORDS RETENTION SCHEDULE I P.O. BOX 275 
1 | JESSUP, MARYLAND 20794 

1. DEPARTMENT/AGENCY I 2. DIVISION 

Police 1 Inspectional Services 

AGENCT RECORDS INVENTORY 

PAGE OF 

3. UNIT 

Inspections 
DEFINITION • RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 

retention and disposition purposes 

4. RECORDS SERIES TITLE 

UNOFFICIAL PERSONNEL FILES 
| 5 EARLIEST YEAR/LATEST YEAR 
I / 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docuients/foras found in the ser ies . 
Include the purpose or function of the series) 

Files contain information on current employees. Files may contain but are not limited 
to copies of applications, annual reviews, reprimands and disciplinary actions, awards, 
doctor slips, accident reports, resumes, etc. 

7. RECORDS SERIES FORKAT(S) | 
[4>LETTER SIZE [) MICROFILM | 

^ t| LEGAL SIZB [| COMPUTER TAPE | 

| | BOUND BOOK [| FLOPPY DISK | 

[ | AUDIO TAPE [] VIDEO TAPE I 

U OTHER (SPECIFY) | 

8. RECORDS SERIES SEQUENCE | 9. VOLUME 
[iHlPHABETICAl | fcjilLB DRAWER) S) 

I . [) MICROFILM REEL(S) 
[] NUMERICAL | / [] COMPUTBR TAPE(S) 

| NUMBER (1 OTHER(SPECIFY) 
(] CHRONOLOGICAL | 

| 10. VOLUME 
II GEOGRAPHICAL | [fflLE DRAWER) S) 

I (] MICROFILM REEL (S) 
(1 OTHER (SPECIFY) | / (] COMPUTER TAPB(S) 

| NUMBER (] OTHER(SPBCIFY) 
1 ' ' 

11.FILE IS USED 
(| DAILY (1 WEEKLY ( | MONTHLY | 

12. FILE BECOMES INACTIVE AFTER 
[] MONTH(S) [j YEAS(S) 

NUMBER 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) 

! 
14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

(1 YES [J NO (If Yes, Specify Agency or Office) 

15. ACCESS RESTRICTIONS [] YES [J NO 
(If yes, cite law(s) & regulation(s) • 

16. AUDIT REQUIREMENTS 
[] NONE (1 STATE [] FEDERAL () INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and | 
describe any hardware/software) I 

(] YES 11 NO | • 
| i 

IS. RECOMMENDED RETENTION 
Screen annually and destroy that material 
no longer needed for current reference. 
Retain remaining items for two years after 
termination, then destroy. 

1 ' " 
9. NAME AND TITLE OF PREPARER I 

Sergeant Adrian Hughes | 

20. TELEPHONE NUMBER 

2360 

I 21. DATE 

! 3/29/89 
DGS 550-4(REVISED 2/67) 



Instructions TIPB OR PRINT A 
| . 
| DEPARTMENT OF GENERAL SERVICES 

SEPARATE FORK FOR EACH NEK OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 

«ITH RECORDS RETENTION SCHEDULE | P.O. BOX 275 

f | JESSUP, MARYLAND 20794 

1. DEPARTMENT/AGENCY | 2. DIVISION 

Police 1 Inspectional Services 

AGENCY RECORDS INVENTORY 

PAGE OF 

3. UNIT 

Inspections 
DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 

retention and disposition purposes 

4. RECORDS SERIES TITLE 
LEAVE AND TIME SHEETS 

I 5 EARLIEST YEAR/LATEST YEAR 
I / 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docuients/foras found in the ser ies . 
Include the purpose or function of the series) 

This file contains office copies of employees annual leave and daily time recordings. 

7. RECORDS SERIES FORMAT!S) 
(cKLETTER SIZE (] MICROFILM 

[) LEGAL SIZE [| COMPUTER TAPE 

11 BOUND BOOK [] FLOPPY DISK 

{| AUDIO TAPE [1 VIDEO TAPE 

II OTHER (SPECIFY) 

11.FILE IS USED 
II DAILY II WEEKLY 

RECORDS SERIES SEQUENCE 
[ | ALPHABETICAL 

[] NUMERICAL 

ItKcHRONOLOGICAL 

[| GEOGRAPHICAL 

[) OTHER (SPECIFY) 

9. VOLUME 
Willi DRAWER(S) 
(1 MICROFILM REEL(£ 

/ (1 COMPUTER TAPE(S) 
NUMBER [] OTHER(SPECIFY) 

10. VOLUME 

( | MONTHLY 

13. CURRENT LOCATION)S) (BLDG..FLOOR,ROOM) 

15. ACCESS RESTRICTIONS [j YES [] NO 
(If yes, cite law(s) & regalation(s) 

17. is AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

[I YES II NO 

9. NAME AND TITLE OF PREPARER 

Sergeant Adrian Hughes 
20. TELEPHONE NUMBER 

2360 

u4 

IfllLK DRAWER! S) 
(] MICROFILM REEL (S) 
[] COMPUTER TAPE(S) 

NUMBER |1 OTHER(SPBCIFY) 

12. FILE BECOMES INACTIVE AFTER 
[1 MONTH)S) 

NUMBER 
[] YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[) YES [] NO (If Yes, specify Agency or office) 

16. AUDIT REQUIREMENTS 
(] HONE (1 STATE FEDBRAL INDEPENDENT 

IB. RECOMMENDED RETENTION 
Retain for one yearj then destroy. 

21. DATE 

3/29/89 
DGS 550-4(REVISED 2/S7) 



Instructions TYPE 08 PRINT A | DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORK FOR EACH RES OR I RECORDS MANAGEMENT DIVISION 
feviSED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
Tlli RECORDS RETENTION SCHEDULE | P.O. BOX 275 

| JESSUP, MARYLAND 20791 

1. DEPARTNENT/A6ENC! | 2. DIVISION ' ' 

Police , Inspectional Services 

AGENCY RECORDS INVENTORY 

PAGE OF 

3. RAN 

Inspections 
DEFINITION - RECORD SERIES A group of related records norially filed and nsed as a unit for reference as well as 

retention and disposition purposes 

4. RECORDS SERIES TITLE 

BUDGET RECORDS 
- I -

5 EARLIEST TEAR/LATEST YEAR 
/ 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of lnfonation/docuients/foris found in the ser ies . 
Include the purpose or function of the series) 

Annual Biidget Sudmissions 
Monthly Budget printouts 
Workpapers 

^ RECORDS SERIES FORHAT(S) 
[ | L E T T E R S I Z E (1 M I C R O F I L M 

( / I E G A L S I Z E [ | CO M P U T E R T A P E 

( ] B O U N D BOOK [ ) FLOPPY D I S K 

(| A U D I O T A P E (1 V I D E O T A P E 

( ) O T H E R (SPECIFY) 

RECORDS SERIES SEQUENCE 
[] ALPHABETICAL 

[] NUMERICAL 

(1 CHRONOLOGICAL 

[| GEOGRAPHICAL 

(J^THER (SPECIFY) — 

9. VOLUME 
[•HlLE DRAWER) S) 

/} [] MICROFILM REEL(S) 
( U COMPUTER TAPB(S) 

NUMBER {) 0THER(SPECIFY) 

10. VOLUME / 
UNFILE DRAWER)S| 
[] MICROFILM REEL (S) 

I U COMPUTER TAPB(S) 
NUMBER (] OTHER(SPECIFY) 

11.FILE IS USED 
i i — 
| 12. FILE BECOMES INACTIVE AFTER 

(1 DAILY () WEEKLY () MONTHLY | [] MONTH(S) [] YEAR(S) 
| NUMBER 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) | 14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
I [] YES [] HO (If Yes, Specify Agency or Office) 

15. ACCESS RESTRICTIONS [J YES [J NO | 16. AUDIT REQUIREMENTS 
(If yes, cite law(s) & regulatlon(s) | ( | NONE | | STATE [] FEDERAL (] INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

[] YES (] NO 

| IB. RECOMMENDED RETENTION 
| Retain annual submissions for five years, 
| then, destroy. Retain all other papers 
| for two years, then destroy. 

9. NAME AND TITLE OF PREPARER 

Sergeant Adrian Hughes 
20. TELEPHONE NUMBER 

2360 
21. DATE 

3/29/89 



Instructions TYPE OR PRINT A 
1 
| DEPARTMENT OF GENERAL SERVICES 

SEPARATE FORM FOR EACH HEW OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 

•WITH RECORDS RETENTION SCHEDULE | P.O. BOI 275 
| JESSUP, MARYLAND 20794 

1. DEPARTMENT/AGENCY | 2. DIVISION 

Police •'. 1 Inspectional Services 

AGENCY RBCORDS INVENTORY 

PAGE OF 

3. UNIT 

Inspect ions 
DEFINITION - RECORD SERIES A group of related records nonally filed and used as a unit for reference as veil as 

retention and disposition purposes 
, 1. 

4. RECORDS SERIES TITLE 

GENERAL ACCOUNTING RECORDS 
I 5 EARLIEST YEAR/LATEST YEAR 

/ 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaation/docuaents/foras found in the ser ies . 
Include the purpose or function of the series) 

Files contain office copies of: 
Goods received memoranda.billing invoices, expense/travel reports, requisitions, petty 
cash vouchers, mileage reports, direct payment forms, paid bills, ticket books, purchase 
orders, deposit slips, receipt books, etc. 

7. RECORDS SERIES FORMAT!S) 
IcHETTER SIZE ( | MICROFILM 

[| LEGAL SIZE [| COMPUTER TAPE 

11 BOUND BOOK [j FLOPPY DISK 

[) AUDIO TAPE ( | VIDEO TAPE 

II OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
K ALPHABETICAL 

(] NUMERICAL 

[j CHRONOLOGICAL 

[1 GEOGRAPHICAL 

(1 OTHER (SPECIFY) 

11.FILE IS USED 
M DAILY WEEKLY MONTHLY 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) 

15. ACCESS RESTRICTIONS [] YES (] NO 
(If yes, cite lav(s) & regulation(s) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

(] YES I) NO 

9. NAME AND TITLE OF PREPARER 

Sergeant Adrian Hughes 
DGS 5S0-4(REVISED 2/87) 

| 20. TELEPHONE NUMBER 
I 2360 

9. VOLUME 
fcHlLB DRAWER) S) 
[) MICROFILM REEL(S) 

/ (1 COMPUTES TAPE(S) 
NUMBER () OTHER!SPECIFY) 

10. VOLUME 

NUX 

jJ/flLB DRAWER!S) 
[] MICROFILM REEL (S) 
[] COMPUTER TAPE(S) 

NUMBER [j OTHBR(SPBCIFY) 

12. FILE BECOMES INACTIVE AFTER 
(1 M0H7H(S) 

NUMBER 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(1 YES [j NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
( | NONE (1 STATE () FEDERAL (] INDEPENDENT 

18. RECOMMENDED RETENTION 

Retain for three years, then destroy. 

- I -
| 21. DATE 

j 3/29/89 



Instructions TYPE OR PRINT A 
| , 
| DEPARTMENT OF GENERAL SERVICES 

SEPARATE FORN FOR EACH NEK OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 

flITH RECORDS RETENTION SCHEDULE | P.O. BOX 275 
| JESSUP, MARYLAND 20794 
1 

1. DEPARTMENT/AGENCY I 2. DIVISION 

Police ' Inspectional Services 

AGENCY RECORDS INVENTORY 

PAGE OF 

3. UNIT 

Inspections 

DEFINITION - RECORD SERIES A group of related records nonally filed and used as a unit for reference as veil as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 

Special Accounting Records 
| 5 EARLIEST TEAR/LATEST YEAR 

- I -
/ 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaation/docuients/foris found in the ser ies . 
Include the purpose or function of the series) 

Audit Reports (internal or external, financial 6r program) 

7. RECORDS SERIES FORMAT)S) | 
U LETTER SIZE () MICROFILM | 

^ tî LEGAL SIZE ( | COMPUTER TAPE j 

[1 BOUND BOOK I | FLOPPY DISK | 

( | AUDIO TAPE (] VIDEO TAPE | 

( | OTHER (SPECIFY) I 

8. RECORDS SERIES SEQUENCE | 9. VOLUME , 
() ALPHABETICAL | tfHll DRAWER)S) 

I (J MICROFILM REEL(S) 
K NUMERICAL | / [] COMPUTER TAPE(S) 

I NUMBER (] OTHER(SPECIFY) 
| | CHRONOLOGICAL | 

I 10. VOLUME / 
() GEOGRAPHICAL 1 |)/tlLE DRAWBR(S) 

I [) MICROFILM REEL (S) 
[| OTHER (SPECIFY) | 1 (1 COMPUTER TAPE(S) 

I NUMBER [j OTHER(SPECIFY) 
1 ' ' 

11.FILE IS USED 
(1 DAILY () WEEKLY ( | MONTHLY | 

12. FILE BECOMES INACTIVE AFTER 
(] MONTH(S) [| YEAR(S) 

NUMBER 

13. CURRENT LOCATIONS) (BLDG.,FLOOR,ROOM) | 14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
I) YES () NO (If Yes, Specify Agency or Office) 

15. ACCESS RESTRICTIONS (] YES |] HO 
(If yes, cite la«(s) 6 regulation(s) I 

16. AUDIT REQUIREMENTS 
[] ROBS i | STATE [] FEDERAL (j INDEPENDENT-

17. is AN INDEX SYSTEM USED? (if yes, explain briefly and I 
describe any hardware/software) I 

(1 YES (1 NO I • 
1 1 — 

IB. RECOMMENDED RETENTION 

Retain one(l) pepy permanently for eventual 
transfer to the Archives. 

1 
9. NAME AND TITLE OF PREPARER I 20. TELEPHONE NUMBER | 21. DATE 

Sergeant Adrian Hughes 2360 3/29/89 
DGS 550-4(REVISED 2/87) 



Instructions TIPS OR PRINT A | DEPARTMENT OF GENERAL SERVICES | 
SEPARATE FORM FOR EACH NEK OR | RECORDS MANAGEMENT DIVISION ! 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 

KflTH RECORDS RETENTION SCHEDULE | P.O. BOX 275 
| JESSUP, MARYLAND 20791 
| 

1. DEPARTMENT/AGENC! | 2. DIVISION 

Police J Inspectional Services 

AGENCY RECORDS INVENTORY 

PAGE OF 

3. UNIT 

Inspections 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

1. RECORDS SERIES TITLF 
FIXED ASSETS FILE 

I 5 EARLIEST YEAR/LATEST YEAR 
I / 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaation/docuaents/foris found in the ser ies . 
Include the purpose or function of the series) 

Fixed asset printouts (including vehicles) 
IRA Forms (office copy) 
Lost/stolen forms (office forms) 
Surplus forms (office forms) 
Transfer Forms (office forms) 

7. RECORDS SERIES FORMAT)S) | 
^ (uVLETTER SIZE [) MICROFILM | 

( | LEGAL SIZE [| COMPUTER TAPE | 

[) BOUND BOOK (j FLOPPY DISK | 

(1 AUDIO TAPE (] VIDEO TAPE | 

| ) OTHER (SPECIFY) | 

B. RECORDS SERIES SEQUENCE | 9. VOLUME 
[] ALPHABETICAL | . fcHlLB DRAWER) S| 

I I) MICROFILM REEL)S) 
(1 NUMERICAL 1 / [] COMPUTER TAPE(S) 

/ | NUMBER [] OTHER(SPECIFY) 
^̂ CHRONOLOGICAL | 

| 10. VOLUME / 
(1 GEOGRAPHICAL | UNFILE DRAWER! S) 

I [] MICROFILM REEL (S) 
[) OTHER (SPECIFY) | / [] COMPUTER TAPE(S) 

| NUMBER [j OTHER(SPECIFY) 
1 | | 

11.FILE IS USED 
[| DAILY () WEEKLY (] MONTHLY | 

12; FILE BECOMES INACTIVE AFTER 
(] MONTH)S) [] TEAR!3) 

NUMBER 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 

i 

11. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(1 YES (j NO (If Yes, Specify Agency or Office) 

15. ACCESS RESTRICTIONS [] YES [] NO 
(If yes, cite law(s) & regulation(s) 

16. AUDIT REQUIREMENTS 
(1 NONE [ | STATE (] FEDERAL (] INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and I 
describe any hardware/software) I 

( | YES (] NO | 

| - - .i 

IB. RECOMMENDED RETENTION 
Retain fixed asset Printout for one,year, 
then destroy* . \\ - < \ . ^ ^ ^ ^ 0 f ^ ^ B 
Retain all other completed, forms]|foiljthtee' 
years, then destroy J ' '^r^i*W^%^^ 

9. NAME AND TITLE OF PREPARER | 
Sergeant Adrian Hughes 1 

20i TELEPHONE NUMBER ' -
' 2360 

1 21. DATE t ^ 
• ••• • • | 3/29/89 v -

1 
DGS 550-MRSVISED 2/87) 



Instructions TYPE OR PRINT A 
SEPARATE PORN FOR EACH NEM OR 
REVISED RECORDS SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

I DEPARTMENT OF GENERAL SERVICES 
I RECORDS MANAGEMENT DIVISION 
I 7275 WATERLOO ROAD 
I P.O. BOX 275 
I JESSUP, MARYLAND 20794 

| AGENCY RECORDS INVENTORY Instructions TYPE OR PRINT A 
SEPARATE PORN FOR EACH NEM OR 
REVISED RECORDS SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

I DEPARTMENT OF GENERAL SERVICES 
I RECORDS MANAGEMENT DIVISION 
I 7275 WATERLOO ROAD 
I P.O. BOX 275 
I JESSUP, MARYLAND 20794 

| PAGE 1 OF 5 

i . DEPARTMENT/AGENCY 
P o l i c e 

I 2. DIVISION 
1 I n s p e c t i o n a l S e r v i c e s 

| 3. UNIT 
I I n s p e c t i o n s 

DEFINITION • RECORD SERIES A group of related records nornally filed and used as a unit for reference as veil as 
retention and disposition purposes : 

•: 1 
4. RECORDS SERIES TITLE 

A c c r e d i t a t i o n F i l e s 
| 5 EARLIEST YEAR/LATEST YEAR 
I 1 9 8 4 / 1 9 8 9 

5 . RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaation/docuaents/foras found in the series. 
Include the purpose or function of the series) 

A l l d o c u m e n t s r e l a t i n g t o a c c r e d i t a t i o n o f our - A g e n c y b y a n i n d e p e n d e n t c o m m i s s i o n . 
I n c l u d e s n u m e r o u s c o p i e s o f d i r e c t i v e s , o r d e r s , r e p o r t s / e v a l u a t i o n s , e t c . , a l o n g 
w i t h i n f o r m a t i o n o n e a c h o f t h e 9 0 8 s t a n d a r d s . 

1. RECORDS SERIES FORMAT)S) 
ix| LETTER SIZE [ 1 MICROFILM 

] LEGAL SIZE [ 1 

| BOUND BOOK [] 

.) AUDIO TAPE t] 

' I OTHER (SPECIFY) 

COMPUTES TAPE 

FLOPPY DISK 

VIDEO TAPS 

SECOEDS SERIES SEQUENCE 
[] ALPHABETICAL 

H NUMERICAL 

[] CHRONOLOGICAL 

[| GEOGRAPHICAL 

[] OTHER (SPECIFY) 

11.FILE IS USED 
K DAILY (] WEEKLY 

S e e R e v e r s e 

MONTHLY 

1 3 . CURRENT LOCATIONS) (BLDG.,FLOOR,ROOM) 

S i x t h P r e c i n c t , s e c o n d f l o o r 
I n s p e c t i o n s S e c t i o n 

15. ACCESS RESTRICTIONS [J YES $ NO 
(If yes, cite lau(s) K regulation(s) 

.7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

k) YES 1 ] NO 

C r o s s r e f e r e n c e d i n A c c r e d i t a t i o n M a n u a l 

HAHE Ah! TITLE OF PREPARER 
S e r g e a n t A d r i a n H u g h e s 

20. TELEPHONE NUMBER 
X2360 

9. VOLUME 
« FILE DRAWER)S) 
(i MICROFILM REEL!5) 

3 [] COMPUTBR TAPE)S) 
NUMBER (1 OTHER)SPECIFY) 

10. VOLUME 
[] FILE DRAWER)S) 
() MICROFILM REEL (S) 
[) COMPUTER TAPE)S) 

NUMBER [j OTHER)SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
N / A [1 MONTH) S) 

NUMBER 
YEAS(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
( | YES W NO (If Yes, Specify Agency or Office) 

IS. AUDIT REQUIREMENTS 
[ 1 NONE !1 STATE FEDERAL ft INDEPENDENT 

E v e r y F i v e Y e a r s 

IS. RECOMMENDED RETENTION 

P e r m a n e n t u n t i l C o m m i s s i o n n o t i f i e s 
u s o f r e t e n t i o n d a t e . 

21. "BATE 
3 / 2 9 / 8 9 

T l - T . - T I I / H I : 



P o l i c e A c c r e d i t a t i o n i s a r e l a t i v e l y n e w p r o c e s s w h i c h b e g a n j u s t o v e r f i v e 
y e a r s a g o . T h e I n d e p e n d e n t a c c r e d i t a t i o n C b m m i s s i o n h a s n o t a s y e t d e c i d e d 
how l o n g t h e a c c r e d i t a t i o n d o c u m e n t a t i o n m u s t b e m a i n t a i n e d . P e n d i n g a d e c i s i o n 
b y t h e C o m m i s s i o n , w e a r e p r e s e n t l y b o u n d t o r e t a i n a l l d o c u m e n t s p e r m a n e n t l y . 



Instructions TYPE OR PRINT A 
.| 
| DEPARTMENT OF GENERAL SERVICES 

SEPARATE FORM FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 

| JESSUP, MARYLAND 20794 

i . DEPARTMENT/AGENCY I 2. DIVISION 

P o l i c e [ I n s p e c t i o n a l S e r v i c e s 

AGENCY RECORDS INVENTORY 

PAGE 2 OF 5 

3. UNIT 

I n s p e c t i o n s 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 
retention and disposition purposes - ' 

4. RECORDS SERIES TITLE 
D e p a r t m e n t I n j u r y R e p o r t s 

5 EARLIEST YEAR/LATEST YEAR 
1 9 8 1 / 1 9 8 9 

5. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaation/docuients/fons found in the series. 
Include the purpose or function of the series) 

D e p a r t m e n t F o r m 2 2 1 a n d 2 2 1 S d o c u m e n t i n g e v e r y i n j u r y s u f f e r e d b y e m p l o y e e s 
i n t h e l i n e o f d u t y . 

7. RECORDS SERIES FORMAT!S) 
M LETTER SIZE I ] MICROFILM 

1 LEGAL SIZE [ 1 

. | BOUND BOOK [] 

i1 AUDIO TAPE (] 

' I OTHER (SPECIFY) 

COMPUTER TAPE 

FLOPPY DISK 

VIDEO TAPS 

RECORDS SERIES SEQUENCE 
(] ALPHABETICAL 

[] NUMERICAL 

[% CHRONOLOGICAL 

(1 GEOGRAPHICAL 

[1 OTHER (SPECIFY) 

11.FILE IS USED 
H DAILY t] WEEKLY 

S e e R e v e r s e 
MONTHLY 

13. CURRENT LOCATION)S) [BLDG..FLOOR,ROOM) 

S i x t h P r e c i n c t , s e c o n d f l o o r 
I n s p e c t i o n s S e c t i o n 

15. ACCESS RESTRICTIONS [| YES & NO 
(If yes, cite law(s) & regulation(s) 

.7. ' IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

(k*ES (1 NO 

Log b o o k f o r c o n t r o l n u m b e r s . F i l e c a r d s 
a l p h a b e t i c a l l y b y e m p l o y e e n a m e . 

HAKE AhD TITLE 0? PREPARER 
S e r g e a n t A d r i a n H u g e h s 

20. TELEPHONE NUMBER 
X2360 

9. VOLUME 
?]•FILE DRAWER!S) 
[] MICROFILM REEKS) 

3 [] COMPUTER TAPE(S) 
NUMBER [] OTHER|SPECIFY) 

10. VOLUME 

NUMBER 

FILE DRAWER!S) 
MICROFILM REEL (S) 
COMPUTER TAPE(S) 
OTHER(SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
N / A [) MONTH! S) 
NUMBER 

YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[] YES Kl NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
M HON? [! STATE FEDERAL INDEPENDENT 

IS. RECOMMENDED RETENTION , 

T e n y e a r s . ' , 

I 21. .DATE 
I ' 3 / 2 9 / 8 9 ' 



T h e s e d o c u m e n t s r e c o r d D e p a r t m e n t a l a c c i d e n t s a n d a r e p a r t o f e a c h e m p l o y e e ' s 
e m p l o y m e n t h i s t o r y . A t p r e s e n t , w e a r e r e t a i n i n g a l l r e p o r t s h e r e . O n c e w e 
o b t a i n c o m p u t e r c a p a b i l i t y , w e c a n l o a d t h e d a t a a n d we w i l l n o t n e e d t o r e t a i n 
t h e a c t u a l r e p o r t s o n f i l e . M i c r o f i l m w o u l d b e a n a c c e p t a b l e f i l e m e t h o d f o r 
a l l r e p o r t s o v e r t h r e e y e a r s o l d . D e s t r u c t i o n w i t h o u t m i c r o f i l m i n g - f i r s t w o u l d 
n o t b e a d v i s a b l e ; e s p e c i a l l y s i n c e a n i n j u r y s u f f e r e d t e n o r f i f t e e n y e a r s 
p r i o r c a n b e t h e b a s i s f o r a p e n s i o n r e q u e s t a n d / o r t h e D e p a r t m e n t may b e 
r e q u i r e d t o p r o d u c e a n e m p l o y e e ' s a c c i d e n t h i s t o r y i n a n e g l i g e n t r e t e n t i o n 
o r f a i l u r e t o p r o p e r l y t r a i n ' l a w s u i t . 



Instructions TYPS OR PRINT A 
SEPARATE PORN FOR EACH NEW OS 
REVISED RECORDS SERIES. FORVARD 
WITH RECORDS RETENTION SCHEDULE 

| DSPARTNSNT OF GENERAL SERVICES 
j SEC08DS MANAGEMENT DIVISION 
I 7275 WATERLOO ROAD 
I P.O. BOX 275 
I JESSUP, MARYLAND 20794 

I AGENCY RECORDS INVENTORY Instructions TYPS OR PRINT A 
SEPARATE PORN FOR EACH NEW OS 
REVISED RECORDS SERIES. FORVARD 
WITH RECORDS RETENTION SCHEDULE 

| DSPARTNSNT OF GENERAL SERVICES 
j SEC08DS MANAGEMENT DIVISION 
I 7275 WATERLOO ROAD 
I P.O. BOX 275 
I JESSUP, MARYLAND 20794 

I PAGE 3 OF 5 

i. DEPASTNENT/AGENCT I 2. DIVISION | 3. UNIT 

P o l i c e I I n s p e c t i o n a l S e r v i c e s I I n s p e c t i o n s 

DEFINITION • RECORD SERIES A group of related records norially filed and used as a unit for reference as veil as 
retention and disposition purposes '• 

i 
4. RECORDS SERIES TITLE 

D e p a r t m e n t V e h i c l e A c c i d e n t R e p o r t s 

| 5 EARLIEST YEAS/LATEST YEAR 
I 1 9 7 8 / 1 9 8 9 

5. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaation/docuaents/fons found in the series. 
Include the purpose or function of the series) 

D e p a r t m e n t F o r m 4 6 * s d o c u m e n t i n g a l l v e h i c l e a c c i d e n t s i n v o l v i n g p o l i c e v e h i c l e s . 

RECORDS SERIES FORMAT)S) 
H LETTER SIZE [| MICROFILM 

(| LEGAL SIZE [1 COMPUTER TAPE 

| | BOUND BOOK [] FLOPPY DISK 

[| AUDIO TAPE ( | VIDEO TAPE 

(I OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
[] ALPHABETICAL 

[1 NUMERICAL 

H CHRONOLOGICAL 

[) GEOGRAPHICAL 

[1 OTHER (SPECIFY) 

11.FILE IS USED 
K DAILY [] WEEKLY 

S e e R e v e r s e 
MONTHLY 

13. CURRENT LOCATION(S) (BLDG..FLOOR,ROOK) 

S i x t h P r e c i n c t , s e c o n d f l o o r 
I n s p e c t i o n s S e c t i o n 

15. ACCESS RESTRICTIONS [] YES ft NO 
(If yes, cite law(s) & regulation(s) 

.7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

Ik YES (1 NO 

Log b o o k f o r c o n t r o l n u m b e r s . F i l e c a r d s 
a l p h a b e t i c a l l y b y d r i v e r n a m e . 

HAME Ah: TITLE OF PREPARER 
S e r g e a n t A d r i a n H u g h e s 

- • - ' T v r - n T /in I 

20. TELEPHONE NUMBER 

X2360 

9. VOLUME 

NUMBER 

ft-PILB DRAWSR(S) 
[] MICROFILM REEL(S) 
[] COMPUTBS TAPS(5) 
[) OTHER(SPECIFY) 

10. VOLUME 
[] FILE DRAWER)S) 
[j MICROFILM REEL (S) 
(1 COMPUTES TAPE(S) 

NUMBER (j OTHER)SPECIFY) 

12. FILE BECOMES INACTIVE AFTES 
N/A [] MONTH)S) 

NUMBER 
YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(1 YES [XNO (if Yes, Specify Agency or office) 

16. AUDIT REQUIREMENTS 
T\ NONE [1 STATE FEDERAL INDEPENDENT 

16. RECOMMENDED RETENTION 

T e n y e a r s . 

21.' DATE 

3 / 2 9 / 8 9 



_ ~ r . ? ? 1 a n d 2 2 1 S . 
^ r i e S i n v o l v i n g F o r m s 2 2 1 

tt a s f o r m a u r y B e p o r t s s e r i e s 
S a n e c o r t t n e n ^ a s 



Instructions TYPE OR PRINT A 
-1 

| DEPARTMENT OF GENERAL SERVICES 
SEPARATE PORN FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE | P.O. B O X 275 

| JESSUP, MARYLAND 20794 

i. DEPARTMENT/AGENCY I 2. DIVISION 
Police 1 Inspectional Services 

AGENCY RECORDS INVENTORY 

PAGE 4 OF 5 

3. UNIT 
Inspections 

DEFINITION • RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes : 

4. RECORDS SERIES TITLE 

Audit Reports 
5 EARLIEST YEAR/LATEST YEAR 

1 9 7 6 / 1 9 8 9 

5. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforiation/docuaents/foris found in the series. 
Include the purpose or function of the series) 

Staff audits of various units, divisions, programs within the Police Department. 
Documents are staff reports ranging from several pages to several hundred pages. 
These documents are retained for reference after issuance because of the 
comprehensive operational data included. 

' . RECORDS SERIES FORMAT)S) 
K LETTER SIZE [1 MICROFILM 

[] LEGAL SIZE [1 COMPUTER TAPE 

[J BOUND BOOK 11 FLOPPY DISK 

[ | AUDIO TAPE 11 VIDEO TAPE 

(I OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
ft ALPHABETICAL 

(] NUMERICAL 

[1 CHRONOLOGICAL 

[] GEOGRAPHICAL 

(1 OTHER (SPECIFY) 

11.FILE IS USED 
11 DAILY U WEEKLY 

See Reverse 
H MONTHLY 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) 

Sixth Precinct, second floor 
Inspections Section 

15. ACCESS RESTRICTIONS [J YES $ NO 
(If yes, cite law(s) & regulation(s) 

.7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

bd YES | ] NO 

File cards alphabetically. 

NAME AM TITLE OF PREPARER 

Seraeant Adrian Huqhes 
20. TELEPHONE NUMBER 

X2360 

9. VOLUME 
ft-FILE DRAWER!S) 
[] MICROFILM REEL(S) 

3 (1 COMPUTER TAPE(S) 
NUMBER 1] OTHER)SPECIFY) 

10. VOLUME 

NUMBER 

FILE DRAWER|S) 
MICROFILM REEL (S) 
COMPUTER TAPE(S) 
OTHER(SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
N / A [J MONTH)S) [] YEAR)S) 
NUMBER 

U s e d far r e f e r e n c e 
14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 

U YES fej NO (If Yes, Specify Agency or office) 

16. AUDIT REQUIREMENTS 
H NONE 1! STATE FEDERAL (1 INDEPENDENT 

. RECOMMENDED RETENTION 

1 5 y e a r s i n h a r d c o p y , t h e n 
e i t h e r m i c r o f i l m e d o r p u t 
o n f l o p p y d i s k ( w o r d p r o e s s i n g 
p r o g r a m . 

( P l e a s e s e e R e v e r s e . ) 

I 21. DATE 
1 3 / 2 9 / 8 9 



T h e s e r e p o r t s a r e u s e d r a t h e r f r e q u e n t l y f o r r e f e r e n c e w h e n we c o n d u c t a u d i t s . 
To m i c r o f i l m t h e m w o u l d b e a c c e p t a b l e p r o v i d i n g t h e m i c r o f i l m a n d a r e a d e r 
w e r e a v a i l a b l e o n - s i t e . A n o t h e r a l t e r n a t i v e i s t o s t o r e t h e d a t a o n f l o p p i e s 
o n c e we o b t a i n c o m p u t e r c a p a b i l i t y , a l t h o u g h b a c k - l o a d i n g t h e s e r e p o r t s w o u l d 
b e a v e r y t i m e - c o n s u r n i n g j o b w h i c h w o u l d p r o b a b l y r e q u i r e o v e r t i m e . 

O n c e w e o b t a i n c o m p u t e r c a p a b i l i t y ( w o r d p r o c e s s i n g ) , a l l a u d i t s w i l l b e 
o n f l o p p i e s w h i c h w i l l a l l o w u s t o d e s t r o y t h e p a p e r r e p o r t s a f t e r t h r e e 
y e a r s o r s o . 

1 8 . R e c o m m e n d e d R e t e n t i o n 

T o c l a r i f y : R i g h t n o w w e d o n o t h a v e e i t h e r c o m p u t e r w o r d p r o c e s s i n g 
c a p a b i l i t y o r m i c r o f i l m r e a d i n g o n t h e p r e m i s e s . U n t i l w e g e t e i t h e r 
o n e , I r e c o m m e n d t h a t w e k e e p t h e h a r d c o p i e s o n f i l e f o r 1 5 y e a r s 
f o r r e f e r e n c e p u r p o s e s . 

O n c e w e o b t a i n e i t h e r m i c r o f i l m r e a d i n g o r w o r d p r o c e s s i n g c a p a b i l i t y 
o n - s i t e , t h e r e c o m m e n d e d r e t e n t i o n s h o u l d b e c h a n g e d t o 3 y e a r s 
i n h a r d c o p y . A f t e r s 3 y e a r s , t h e r e p o r t s c a n b e d e s t r o y e d a f t e r 
m i c r o f i l m i r i g r ; o r a f t e r e n s u r i n g t h a t t h e r e p o r t s a r e o n f l o p p y 
d i s k w i t h b a c k u p . 



Instructions TYPE OR PRINT A | DEPARTMENT OF GENERAL SERVICES 
SEPARATE PORK FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 

I JESSUP, MARYLAND 20794 

i. DEPARTNENT/AGENCT I 2. DIVISION 

P o l i c e 1 I n s p e c t i o n a l S e r v i c e s 

AGENCY RECORDS INVENTORY 

PAGE 5 OF 5 

3. UNIT 

I n s p e c t i o n s 

DEFINITION • RECORD SERIES A group of related records nonally filed and used as a unit for reference as veil as 
retention and disposition purposes : v 

4. RECORDS SERIES TITLE 

L i n e I n s p e c t i o n R e p o r t s 

5 EARLIEST YEAR/LATEST YEAR 
1984 /1989 

5. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docuaents/foras found in the series. 
Include the purpose or function of the series) 

L e t t e r a n d l e g a l s i z e r e p o r t s o f s p o t c h e c k s o f A g e n c y p e r f o r m a n c e o f s p e c i f i c 
p r o c e d u r e s a n d r u l e s . I n c l u d e d a r e i n s p e c t i o n r e p o r t s , s u m m a r y r e p o r t s f o r 
e x e c u t i v e s , s e l f - i n s p e c t i o n r e p o r t s , a n d w o r k s h e e t s . NOTE: S i z e c h a n g e d f r o m 
l e g a l t o l e t t e r i n 1988. 

7. RECORDS SERIES FORMAT!S) 
1 9 8 8 Ik LETTER SUE [) MICROFILM 

^-81 1 9 8 3 - 8 7 I t LEGAL SUB [| COMPUTER TAPE 

| BOUND BOOK [\ FLOPPY DISK 

| AUDIO TAPB I | VIDEO TAPE 

| OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
[] ALPHABETICAL 

[] NUMERICAL 

jtf CHRONOLOGICAL 

(1 GEOGRAPHICAL 

(I OTHER (SPECIFY) 

11.FILE IS USED 
ft DAILY (] WEEKLY 

S e e R e v e r s e 
MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 

S i x t h P r e c i n c t , s e c o n d f l o o r 
I n s p e c t i o n s S e c t i o n 

15. ACCESS RESTRICTIONS [] YES [X NO 
(If yes, cite Iav(s) & regulation(s) 

.7. IS AH INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

It YES (j NO 

F i l e d b y D i v i s i o n , c h r o n o l o g i c a l l y . 

HAHE Ah: TITLE OF PREPARER 
S e r g e a n t A d r i a n H u g h e s 

' • T"r,-n 1101, 

20. TELEPHONE NUMBER 

X2360 

9. VOLUME 
[]-FILE DRAWER!S) 
[] MICROFILM REEL!S) 

4 (1 COMPUTBR TAPE(S) 
NUMBER H OTHER)SPECIFY)3—ring 

' Lira binqers 
10. VOLUME 

NUMBER 

[] FILE DRAWER(S) 
[) MICROFILM REEL (S) 
[1 COMPUTER TAPB(S) 
[] OTHER!SPECIFY) 

12. FILE BECOMES INACTIVE AFTER 
3 [) MQNTH(S) 

NUMBER 
fi YEAS(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[| YES fcj NO (If Yes, Specify Agency or office) 

16. AUDIT REQUIREMENTS 
B NONE [1 STATE FEDERAL (] INDEPENDENT 

18. RECOMMENDED RETENTION 

Five;-- y e a r s . 

21,. DATE 
3/29/89 



T h e s e r e p o r t s c o u l d b e d i s p o s e d o f a f t e r f i v e y e a r s ; h o w e v e r , t h e y d o n o t 
t a k e u p m u c h s p a c e . F i v e y e a r s i s r e c o m m e n d e d b e c a u s e o f l a w s u i t s . T h e s e 
d o c u m e n t s h a v e b e e n s u b j e c t t o d e c u s t e c u m o r d e r s w h e n t h e D e p a r t m e n t h a s 
b e e n s u e d . 



Instructions TYPE OR PRINT A | DEPARTMENT OF GENERAL SERVICES 
SEPARATE FORM FOR EACH NEW OR | RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD | 7275 WATERLOO ROAD 

JITH RECORDS RETENTION SCHEDULE 1 P.O. BOX 275 
| I JESSUP, MARYLAND 20794 

| 

AGENCY RECORDS INVENTORY 

PAGE 1 OF 1 

1. DEPARTMENT/AGENCY I 2. DIVISION 3. UNIT 

j 
P o l i c e i I n s p e c t i o n a l S e r v i c e s 

I n t e l l i q e n c e 
i , ... 

DEFINITION - RECORD SERIES. A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 

I n t e l l i q e n c e F i l e s 

5 EARLIEST YEAR/LATEST YEAR 
1 9 7 9 / 1 9 8 9 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infomation/docuoents/foros found in the ser ies . 
Include the purpose or function of the series) 

T h i s s e r i e s i n c l u d e s i n t e l l i g e n c e i n v e s t i g a t i o n s , i . e . . C o n f i d e n t i a l 
I n t e l l i g e n c e I n f o r m a t i o n ( F r o m 1 0 2 - 1 ) , a r r e s t r e p o r t s ( B C P D F o r m 1 6 6 ) , 
o f f e n s e r e p o r t s ( B C P D F o r m 1 0 ) . T h i s d a t a i s c o m p i l e d f o r o r g a n i z e d 
c r i m i n a l a c t i v i t i e s , o r g a n i z e d c r i m i n a l g r o u p s , a n d s p e c i a l i n v e s t i g a t i o n s , 

7. RECORDS SERIES FORMAT)S) 
Kl LETTER SIZB [1 MICROFILM 

LEGAL SIZE 

BOUND BOOK 

AUDIO TAPE 

OTHER (SPECIFY) 

COMPUTER TAPE 

FLOPPY DISK 

VIDBO TAPE 

RECORDS SERIES SEQUENCE 
[j ALPHABETICAL 

[] NUMERICAL 

[] CHRONOLOGICAL 

I] GEOGRAPHICAL 

9. VOLUME 

2 4 
NUMBER 

£] FILE DRAWER!S) 
[] MICROFILM REEL(S) 
[] COMPUTER TAPE(S) 
[] OTHER(SPECIFY) 

10. VOLUME 

y OTHER (SPECIFY) 
T o p i c a l ( a l p h a b e t i c a l ! NUMBER 

11.FILE IS USED 
T] DAILY WEEKLY MONTHLY 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) 
I n t e l l i g e n c e S e c t i o n 
1 2 3 W. S u s q u e h a n n a A v e n u e 
T o w o o n ,—MB ( b a s e m e n t ) 

(SEE 
BACK) 

15. ACCESS RESTRICTIONS 
If yes, cite law(s) 

XXYES [] NO 
& regulation(s) 

R u l e s & R e g u l a t i o n s , 

B a l t i m o r e C o . 
P o l i c e D e p t . 

A r t . l , R u l e 1 , S e c t . i1 
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 

describe any hardware/softvare) 
K YES [] NO 

I n d e x c a r d f i l e , a l p h a b e t i c a l b y name o f 
i n d i v i d u a l , g r o u p , o r n i c k n a m e ( w i t h c r o s s -
r e f e r e n c e t o t o p i c t i t l e s 

19. NAME AND TITLE OF PREPARER 

B . M o c h i n a l - S t a t A n a l y s t j 

-within topif) 

FILE DRAWER)S) 
MICROFILM REEL 
COMPUTER TAPB(S] 
OTHER)SPECIFY) 

S) 

12. FILE BECOMES INACTIVE AFTER 
N / A [] MONTH) S) YEAR(S) 

NUMBER 
( S E E BACK) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[) YES fc] NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
[] NONE (] STATE [] FEDERAL ft INDEPENDENT , 

No l e g a l r e q u i r e m e n t s t h a t f i l e s b e ' a u d i t e d . 
H o w e v e r , f i l e s a r e r e v i e w e d e v e r y 5 y e a r s . 

20. TELEPHONE NUMBER 

8 8 7 - 2 3 5 3 

18. RECOMMENDED RETENTION 

N/A 

I n t e l l i g e n c e . f i l e s a r e n o t r e t a i n e d . 
Due t o t h e h i g h l y c o n f i d e n t i a l n a t u r e o f 
t h e s e f i l ^ s , t h e y a r e s h r e d d e d w h e n i n a c t i v e 

21. DATE 

0 2 - 2 7 - 8 9 

DGS 550-4(REVISED 2/87) 



15. Continued 

These files are highly confidential and are restricted to law enforcement 
personnel (with the need and right to know): 

Right to Know: 

Personnel from federal, state, and local law enforcement agencies and such other 
todies having and exercising the power of subpoena. 

Need to Know: 

Requires the requesting agency or person to state a specific and legitimate 
need for the information and that the validity of the need be accepted. 

12. Continued 

File becomes inactive upon determination that: 

• The data is no longer relevant or necessary to the goals and objectives 
of the Unit. •, 

• The data has become obsolete, thus, making it unreliable for present 
intelligence purposes. Updating this data would be of no value. 

• The data cannot be utilized for any present and/or future strategic 
or tactical intelligence studies. 



Instructions TYPE OR PRINT A 
| 1 
I DEPARTMENT OF GENERAL SERVICES 

SEPARATE FORM FOR EACH NBH OR I RECORDS MANAGEMENT DIVISION 
REVISED RECORDS SERIES. FORWARD 1 7275 WATERLOO ROAD 
WITH RECORDS RBTBNTION SCHEDULE 1 P.O. BOX 275 

1 
I JESSUP, MARYLAND 20794 
| 

1. DEPARTMENT/AGENCY I 2. DIVISION 
B a l t o . C o . P o l i c e D e p t . 1 I n s p e c t i o n a l S e r v i c e s D i v i s i o n 

AGENCY RECORDS INVENTORY 

PAGE OF 

3. UNIT 
I n t e r n a l A f f a i r s S e c t i o n 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

I. RECORDS SERIES TITLE 

I . A . S . J o u r n a l s 
5 EARLIEST YEAR/LATEST YEAR 

1 9 7 5 / p r e s e n t 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docuients/fons found in the ser ies . 
Include the purpose or function of the series) 

L o g b o o k s o f c a s e n u m b e r s a s s i g n e d t o c o m p l a i n t s , c o m p l a i n a n t n a m e s , a c c u s e d n a m e s , 
d a t e s o f i n c i d e n t s , a n d d i s p o s i t i o n s . U s e d t o t r a c k p r o g r e s s o f i n v e s t i g a t i o n s a n d 
a s a c r o s s - r e f e r e n c e i n d e x f o r c a s e f i l e s . 

7. RECORDS SERIES FORHAT(S) 
11 LETTER SIZE [) MICROFILM 

) LEGAL SIZE [| COMPUTER TAPE 

><B0UKD BOOK ^FLOPPY DISK 

1) AUDIO TAPE 1] VIDEO TAPE 

II OTHER (SPECIFY) 

8. RECORDS SERIES SEQUENCE 
[) ALPHABETICAL 

^NUMERICAL 

^CHRONOLOGICAL 

[] GEOGRAPHICAL 

[) OTHER (SPBCIFY). 

11.FILE IS USED 
^ D A I L Y WEEKLY 1 MONTHLY 

13. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 

I . A . S . O f f i c e b a s e m e n t 

15. ACCESS RESTRICTIONS [] YES () NO B a l t o . C o . 
(If yes, cite liv(s) & regulation(s) P o l i c e D e p t . 

R U l e s & R e g u l a t i o n s R u l e 1 , S e c t i o n 16 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

y(ns (1 NO 

i n d e x c a r d f i l e 

19. NAME AND TITLE OF PREPARER 

M. K. N u e s l e i n 

20. TELEPHONE NUMBER 

2 8 4 2 

9. VOLUME 
U-FILB DRAWER(S) 
M MICROFILM REEL(S) 

6 (1 COMPUTBR TAPB(S) 
NUMBER MOTHER] SPECIFY ( B o u n d 

10. VOLUME 

NUMBER 

| ] FILE DRAWER)S) 
(1 MICROFILM REEL (S) 
(] COMPUTER TAPE!SI 

•ĵ OTHERlSPBCIFY) £ l ° P P y d i s k 

12. FILE BECOMES INACTIVE AFTER 
[I MONTH(S) 

NUMBER n / a 
YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[1 YES XNO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 

yCmi
 II S T A T B N FEDERAL (1 INDEPENDENT 

18, RECOMMENDED RETENTION 

* s e e b a c k * 

21. DATE 

4 / 7 / 8 9 

DGS 550-4{REVISED 2/87) 



T h e Law E n f o r c e m e n t O f f i c e r ' s B i l l o f R i g h t s ( A r t i c l e 2 7 , S e c t i n o 7 2 7 , 
1 2 . i i . l . , 1 2 . i i . 2 . , ) a l l o w s t h e e m p l o y e e t o r e q u e s t e x p u n g e m e n t o f a 
f o r m a l c o m p l a i n t f i l e a g a i n s t h i m I F t h e c h a r g e i s u n s u s t a i n e d o r u n f o u n d e d , 
o f i f a h e a r i n g b o a r d a c q u i t s , d i s m i s s e s , o r f i n d s n o t - g u i l t y , AND t h r e e 
y e a r s h a v e p a s s e s s i n c e t h e d i s p o s i t i o n . 

As a m a t t e r o f p o l i c y , t h e I . A . S . w i l l e x p u n g e a u t o m a t i c a l l y a f t e r f i v e y e a r s 
a l l u n s u s t a i n e d , u n f o u n d e d , . a c q u i t e d , d i s m i s s e d , o r n o t - g u i l t y c a s e s . I t i s 
o n l y t h e s u s t a i n e d c a s e s w h i c h a r e r e t a i n e d b e y o n d f i v e y e a r s . 

I f a n d w h e n t h e c a s e i s e x p u n g e d , t h e r e f e r e n c e i n t h e I . A . S . J o u r n a l i s 
o b l i t e r a t e d . 

T h e r e a r e c u r r e n t l y p l a n s u n d e r w a y t o e n t e r a l l t h e d a t a i n t h e s e j o u r n a l s 
o n t h e I . A . S . p e r s o n a l c o m p u t e r . E v e n t u a l l y t h e s e l o g b o o k s w i l l n o l o n g e r 
b e k e p t i n b o u n d b o o k f o r m . 



Instructions TYPE OR PRINT A I DEPARTMENT OF GENERAL SERVICES 1 
SEPARATE FORM FOR EACH NEK OR I RECORDS MANAGEMENT DIVISION 
5.5VJSH, KCMDS SERIES. FORWARD 1 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE i P.O. BOX 275 

> 
I JESSUP, MARYLAND 20794 

1. DBPARTHENT/AGENCY I 2. DIVISION 

B a l t o . C o . P o l i c e D e p t . j I n s p e c t i o n a l S e r v i c e s D i v i s i o n 

AGENCY RECORDS INVENTORY 

PAGE OF 

3. UNIT 
I n t e r n a l A f f a i r s S e c t i o n 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

5 EARLIEST YEAR/LATEST YEAR 
1970 / p r e s e n t 

4. RECORDS SERIES TITLE 
A c c u s e d P e r s o n n e l C a r d I n d e x I . A . S . c o m p l a i n t s 

— I _ 
6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docunents/foris found in the series. 

Include the purpose or function of the series! 

I n d e x c a r d s l i s t i n g I . A . S . c o m p l a i n t s , a c c u s e d p e r s o n n e l n a m e s , d a t e o f b i r t h , i d n u m b e r , 
d a t e o f a p p o i n t m e n t , c a s e n u m b e r , d a t e o f i n c i d e n t , d i s p o s i t i o n . 

7. RECORDS SERIES FORMAT)S) 
j| LETTER SIZE [1 MICROFILM 
(I LEGAL SIZE [1 COMPUTER TAPE 

|| BOUND BOOK # FLOPPY DISK 

11 AUDIO TAPE 11 VIDEO TAPE 
^MfOTHER'(SPECIFY) 

f i l e c a r d i n d e x 

RECORDS SERIES SEQUENCE 
[̂ ALPHABETICAL 

[] NUMERICAL 

[] CHRONOLOGICAL 

[] GEOGRAPHICAL 

[] OTHER (SPECIFY) 

11.FILE IS USED 
^MNPAILY WEEKLY MONTHLY 

13. CURRENT LOCATION)S| (BLDG.,FLOOR,ROOM) 
I . A . S . O f f i c e b a s e s m e n t 

15. ACCESS RESTRICTIONS [ 1 YES | ] NO B a l t o . C o . 
(If yes, cite law(s) & regulation(s) P o l i c e . D e p t . 

R u l e s & R e g u l a t i o n s R u l e 1 S e c t i o n 16 

17. is AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

[) YES |] NO 

19. NAME AND TITLE OF PREPARER 
M. K. N u e s l e i n 

20. TELEPHONE NUMBER 
x2842 

9. VOLUME 
X - H M DRAWER)S) 
[] MICROFILM REEL(S) 

I ( | COMPUTER TAPE(S) 
NUMBER I] OTHER(SPECIFY) 

10. VOLUME 
[j FILE DRAWER)S) 
[] MICROFILM REEL (S) 

X [] COMPUTER TAPB(S) 
NUMBER -\i OTHER)SPECIFY) -F\. Jfo L 

12. FILE BECOMES INACTIVE AFTER 
I] MONTH!S) 

NUMBER n / a - i n d e x 
YEAR(S) 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(I YES ^ N 0 (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
^NONE I I STATB [] FEDERAL ( | INDEPENDENT 

18. RECOMMENDED RETENTION. 

* s e e b a c k * • 

21. ".DATE' 
. 4 / 7 / 8 9 

DGS 550-4)REVISED 2/87) 



The Law Enforcement Officer's Bill of Rights (Article 27, Section 727, 
12.ii.l., 12.ii .2 . , allows the employee to request expungement of a formal 
complaint file against him IF the charge is unsustained or unfounded, or 
if a hearing board aquits, dismisses, or finds not guilty, AND three years 
have passed since the disposition. 

As a matter of policy, the I.A.S. will expunge automatically after five years 
all unsustained, unfounded, acquited, dismissed, or not-guilty cases. 

It is only the sustained cases which are retained beyond five years. 

If and when the case is expunged, the accused personnel card index is purged 
of the associated card OR the associated reference on the card is obliterated 
if the card identifies more than one case. 

There are currently plans underway to enter all the data on these index 
cards on the I.A.S. personal computer. Eventually this index will no 
longer be kept in the form of index cards. 



Instructions TYPE OR PRINT A 
•| _ | 
I DEPARTMENT OF GENERAL SERVICES | 

SEPARATE PORN FOR EACH NEH OR I RECORDS MANAGEMENT DIVISION 
?SVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
WI1H RECORDS R8TENT10H SCHEDULE 1 P.O. BOI 275 ! 

> 
I JESSUP, MARYLAND 20794 
j 

1. DEPARTNENT/AGENCY I 2. DIVISION 
B a l t o . C o . P o l i c e D e p t . 1 I n s p e c t i o n a l S e r v i c e s D i v i s i o n 

ct>rt 
AGENCY RECORDS INVENTORY 

PAGE OP 

3. UNIT 
I n t e r n a l A f f a i r s S e c t i o n 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as vei l as 
retention and disposition purposes 

l v RECORDS SERIES TITLE 
I n t e r n a l A f f a i r s C a s e b o o k s 

| 5 EARLIEST YEAR/LATEST YEAR 
| 1 9 7 6 / p r e s e n t 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of infornation/docuaents/foras found in the ser ies . 
Include the purpose or function of the series) 

I n t e r n a l A f f a i r s S e c t i o n i n v e s t i g a t i o n c a s e b o o k s i n c l u d i n g n o t e s a n d t a p e s . 

7. RECORDS SERIES FORMAT)S) 
^LETTER SIZE (] MICROFILM 

4 £ | | LEGAL SIZE [1 

11 BOUND BOOK [| 

• ( | AUDIO TAPE (] 

11 OTHER (SPECIFY) 

COMPUTER TAPE 

FLOPPY DISK 

VIDEO TAPE 

RECORDS SERIES SEQUENCE 
(] ALPHABETICAL 

^ NUMERICAL 

^CHRONOLOGICAL 

[] GEOGRAPHICAL 

[I OTHER (SPECIFY) 

11.FILE IS USED 
yC DAILY WEEKLY MONTHLY 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) 

I . A . S . O f f i c e a n d G r a y M a n o t T r a i n i n g A c a d e m y j 

9. VOLUME 
'JfcFILE DRAWER!S) 

| ) MICROFILM REEL(S) 
10 [1 COMPUTER TAPE(S) 

NUMBER I! OTHER|SPECIFY) 

10. VOLUME 
[) FILE DRAWER!S) 
( | MICROFILM REEL (S) 

7 5 [] COMPUTER TAPE(S) 
NUMBER XOTHBR) SPECIFY) - b o j ^ S 

12. FILE BECOMES INACTIVE AFTBR 
| | MONTH)S) YEAR(S) 

NUMBER 
* s e e b a c k * 

14. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
[1 YES )^N0 (If Yes, Specify Agency or Office) 

15. ACCESS RESTRICTIONS )<YES (]N0 B a l t o . CO. I 16. AUDIT REQUIREMENTS 
(If yes, cite law(s) & regulation(s) p o l i c e D e p t . R u l e s }J<(H0NS ( | STATE 

& R e g u l a t i o n s , Law E n f o r c e m e n t O f f i c e r s B i l l o f R i g h t s 
FEDERAL (1 INDEPENDENT 

a n n u a l 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) I 

|XYES I) NO I n d e x c a r d f i l e s , L o g b o o k s 

IS. RECOMMENDED RETENTION 

f i v e y e a r s a f t e r t e r m i n a t i o n o f e m p l o y m e n t 

19. NAME AND TITLE OF PREPARER 
M. K. N u e s l e i n 

| 20. TELEPHONE NUMBER 
I x 2 8 4 2 

| 21. DATE 
1 4 / 7 / 8 9 

DGS 550-4IREVISED 2/87) 
-I 


